
CORRECT LABELING OF ITEMS FOR DELIVERY 
 

All items placed in the bin for delivery must have one of the following routing labels:  

1. A WISCAT shipping label, or 

2. A pink routing label, or 

3. A gray routing label.   

 

This document is intended to help you determine which label to use in a given situation and how to attach the 

correct label to a delivery item.   

 

For sending or returning WISCAT materials it is preferred that you use WISCAT shipping labels. *  

These are the slips generated by the software when you go into the “Maintain Shipping Labels” section 

and print the labels for the material you are sending.  Fold the slip so that the portion marked DELIVERY 

is facing up (to send items to a borrower) or the RETURN side is facing up (to send material back).  If the 

item is a book, insert the slip inside, as near the spine as possible.  For AV items (videos and audiobooks) 

it is usually possible to fold the slip into fourths and insert it underneath the plastic cover of the item. If 

neither of these methods will work, then put a rubber band around the item and attach the slip to the band, 

using removable tape only. You should never tape slips directly to the item being sent. In most cases tape 

isn’t necessary. Whatever method is used, be sure the “Route To:” and “For:” lines are clearly visible.  

 

*NOTE: For purposes of this document, the routing labels used by some OCLC libraries, including UW 

campus libraries, will be considered the same as WISCAT labels. They function in much the same way 

and the same rules for use apply.  

 

There are three times when WISCAT slips cannot be used as routing labels.  They are:  

1. When the “Route To:” line on the RETURN side of the slip says MAIL. These are items 

borrowed from libraries that participate in WISCAT but aren’t part of the delivery network. These 

items must be mailed.  
2. When the “Route To:” line on the RETURN side of the slip says is blank. These are items 

borrowed for you by the state library – Resources for Libraries and Lifelong (RL&LL) – from a 

library not participating in WISCAT.  These items must be mailed.  

3. When the item isn’t an ILL, but was checked out directly from another library and returned to you. 

If the owning library is a member of the statewide delivery network (see below) you can use a pink 

or gray slip to return them. If the library is not a part of the delivery network – either because they 

are out of state or haven’t chosen to participate in delivery – these items must be mailed.  

 

In all three situations there will usually not be a WISCAT slip that comes with the item.  But if there is 

one, or if you print one yourself, it cannot be used as a routing slip.   

 

Pink or gray routing labels may be used in place of WISCAT slips in situation number 3 above. Both slips 

can be printed from the WRLS web site (www.wrlsweb.org). Click on For Librarians, then Delivery ILL. 

Gray routing slips are linked in the left column, under WRLS Delivery (http://www.wrlsweb.org/wp-

content/uploads/2015/11/gray-routing-slip4.pdf). Pink slips are in the right column, under Statewide 

Delivery (http://www.wrlsweb.org/wp-content/uploads/2015/11/pinklabelwfields.pdf).  To determine 

which slip to use you need to consult the Delivery Network Members list.  This is found on the same 

page, under Statewide Delivery (http://www.scls.info/delivery/network/networkhome.htm).  

 

 

http://www.wrlsweb.org/
http://www.wrlsweb.org/wp-content/uploads/2015/11/gray-routing-slip4.pdf
http://www.wrlsweb.org/wp-content/uploads/2015/11/gray-routing-slip4.pdf
http://www.wrlsweb.org/wp-content/uploads/2015/11/pinklabelwfields.pdf
http://www.scls.info/delivery/network/networkhome.htm


First check the item and/or the paperwork sent with it to determine where it needs to be sent. Then go to 

the Delivery Network Members list and look for that library. Click the letter that corresponds to the first 

letter of the library name, then look for that library in the left-hand column.  Items from libraries not on 

the list cannot be returned through delivery.  They must be mailed.  This includes out-of-state libraries 

(except Minitex) as well as Wisconsin libraries not in the delivery network.  Do not put an item in the bin 

if the owning library is not on the list.  It will be returned to you for mailing.   

 

If the library is on the list, then go to the right-hand column and find their ‘System Delivery Hub.’  If the 

hub name is Winding Rivers, fill out a gray routing slip.  Put the destination library’s name on the “To:” 

line and your library on the “From:” line.  On the Date: line put the date when the material was received at 

your library.  Attach the label to the front of the item, using removable tape and a rubber band.  

 

If the hub name is anything other than Winding Rivers a pink routing slip must be used.  Put the hub name 

on the “To:” line and the destination library’s name on the “For:” line.  On the “Date:” line put today’s 

date. Attach the label to the front of the item, using removable tape and a rubber band. 

 

The delivery labeling process is complicated and can be confusing at first.  But just remember the 

following basic guidelines: 

1. Use WISCAT shipping labels whenever possible. 

2. When it isn’t possible to use WISCAT slips (see the exceptions above) then pink or gray routing 

slips may be substituted. 

a. Write the name of the System Delivery Hub on the “To:” line. (Pink slips only. For gray 

slips write the name of the owning library on this line).  

b. Write the name of the eventual destination on the “For:” line. (Pink slips only).  

c. Write your library’s name on the “From:” line.  

3. For ILL materials being returned, use the date that the item is being returned. For items that are not 

ILLs, use the date the item was received by you and not the date WRLS picks it up.  

4. Only those items from libraries found on the Delivery Network list should be placed in the bin. All 

other items must be mailed. 

5. If it is necessary to use tape to attach a label, always use removable tape.   

 

The above rules apply only to items being routed to libraries outside WRLSWEB.  For items being 

transported within the WRLSWEB network, the preferred method of labeling is receipt printer slips.  

These can be placed in the item with the slip projecting far enough over the top to be able to clearly see 

the destination library.  If the slip can’t be securely placed inside the item it may be taped to the front, 

using a rubber band and removable tape.   

 

Please call Winding Rivers with any questions about these procedures or any other aspect of delivery.  

The quality of delivery service depends on accurate and complete labeling.  Making sure that all items 

you place in delivery are correctly labeled is essential to the smooth operation of this important service. 

 

 

Charles Clemence 

Delivery Manager  

(rev. April 2016) 


